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SECTIONS OF CITY CHARTER PERTAINING TO 
SCHOOL COMMITTEE 


(Chapter 267 — Part I) 


SECTION 31. The School Committee shall consist of the 
mayor, who shall be chairman, and six members who shall be 
elected at large. At the first annual city election held in any 
city after its adoption of one of the plans of government pro- 
vided for in this act, there shall be elected two members to 
serve for one year, two for two years and two for three years, 
and annually thereafter there shall be elected two membets to 
serve for the term of three years. 


SECTION 32. The School Committee shall elect annually 
a superintendent of schools, and may, under the laws regulating 
the civil service, appoint, suspend or remove at pleasure such 
subordinate officers or assistants, including janitors of school 
buildings, as it may deem necessary for the proper discharge of 
its duties and the conduct of its business; it shall define their 
terms of service and their duties, and shall fix their compensa- 
tion. No member of the School Committee, except the mayor, 
shall, during the term for which he is elected, hold any other 
office or position the salary or compensation for which is 
payable out of the city treasury. The committee shall organize 
on the first Monday in January, after each biennial election, 
and shall elect one of its members as vice-chairman, whose 
duty it shall be to preside at all meetings of the committee at 
which the mayor is not present. 


SECTION 33. The School Committee, in addition to the 
powers and duties pertaining by law to school committees, 
shall have power to provide, when they are necessary, tem- 
porary accommodations for school purposes, and shall have the 
control of all school buildings and of the grounds connected 
therewith, and the power to make all repairs, the expenditures 
for which are made from the regular appropriation for the school 
department, except as is otherwise provided herein. Nothing 
in this act shall be construed to amend, alter or repeal any 
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special act fixing the amount that the School Committee of any 
city may appropriate for school purposes, provided that such 
act has been submitted to the legal voters of the city and has 
been accepted by them within five years prior to the passage 
of this act. 


SECTION 34. No site for a school building shall be 
acquired by the city unless the approval of the site by the 
School Committee is first obtained. No plans for the construc- 
tion of or alterations in a school building shall be accepted, and 
no work shall be begun on the construction or alteration of a 
school building, unless the approval of the School Committee 
and the mayor therefor is first obtained. Nothing herein con- 
tained shall require such approval for the making of ordinary 
repairs. 


SECTION 35. The School Committee shall make all 
reasonable rules and regulations for the management of the 
public schools of the city and for conducting the business of 
the Committee, provided that such rules are not inconsistent 
with any laws of the commonwealth. 


SECTION 36. All meetings of the School Committée 
shall be open to the public, except that, when requested by not 
less than four members of the Committee, any particular 
meeting shall be private. The vote on any particular measure 
shall be by call of the yeas and nays, when requested by not 
less than two members of the Committee. 


SECTION 37. If a vacancy occurs in the School Com- 
mittee by failure to elect, or otherwise, the city council and the 
remaining members of the School Committee shall meet in joint 
convention and elect a suitable person to fill the vacancy until 
the next annual city election. The mayor, if present, shall 
preside at the convention. 
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RULES OF THE SCHOOL COMMITTEE 


CHAPTER I 


Organization 


SECTION 101. First Meeting. A meeting of the Com- 
mittee shall be called by the secretary for the first Monday in 
January after each biennial election. 


SECTION 102. Appointment of Vice-Chairman and Sec- 
retary. The mayor shall be chairman of the Committee. 
The Committee shall elect a vice-chairman and a secretary. 


SECTION 108. Regular Meetings. The regular meet- 
ings of the Committee shall be held on the second and fourth 
Monday of each month except July and August. 


SECTION 104. Special Meetings. The special meetings 
of the Committee may be called by the chairman, and shall be 
called by the secretary upon the written request of not less than 
three members of the Committee. Not less than twenty-four 
hours’ notice of a special meeting shall be given to each 
member, by leaving a written notification of such meeting at 
his residence, or by depositing such notification in the mail, 
addressed to him at his residence. 


SECTION 105. Minutes. The minutes of the Com- 
mittee shall be published and distributed under the direction 
of the secretary as soon as practicable after each meeting. 


SECTION 106. Office Hours. The offices of the Com- 
mittee shall be open for business every day throughout the year 
except Sundays and legal holidays from 8 a.m. to 4 p.m., 
except that on Saturdays the offices may be closed at 12 m. 
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Duties of the Committee 


SECTION 201. Appropriations and Expenditures. The 
Committee shall make all appropriations, which shall be made 
either for the expenses of the Committee itself or for one of 
the departments which administer the work of the Committee; 
but the expenditure of each appropriation shall be under the 
direction of the executive of the department subject to the 
supervision of the Committee. 


SECTION 202. Schools. The Committee, upon the 
recommendation of the superintendent, shall establish schools, 
determine courses of study, adopt text-books, and elect 
teachers. 


SECTION 2038. School Buildings. The Committee shall 
approve the location and all plans of school buildings. 


SECTION 204. Employees. The Committee shall ap- - 
point clerks, truant officers, custodians, and all other employees 
certified by the Civil Service Commission. 


SECTION 205. Rules. The Committee shall adopt 
rules of procedure to govern its action. 


CHAPTER III 


Duties of the Secretary 


SECTION 301. General Duties. The secretary shall 
give the members of the Committee written notice of all 
meetings; call special meetings of the Committee when 
requested to do so by the mayor, or three or more members of 
the Committee; attend the meetings of the Committee; record 
its votes, orders, and proceedings in a permanent record book 
and send a copy to each member of the Committee and to the 
principal of each school. 


SECTION 302. Committee Meetings. The secretary 
shall be present and act as secretary at all committee meetings 
where no other person is hereinafter designated to act as 
secretary. 
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SECTION 303. Notification and Certificates of Teachers. 
The secretary shall notify teachers and other employees of the 
Committee of their appointment, dismissal, transfer, or leave 
of absence granted; and shall furnish all teachers appointed by 
the Committee with certificates of their qualifications. 


SECTION 304. Files. The secretary shall preserve 
files of communications and documents belonging to .the 
Committee. 


SECTION 305. Other Duties. The secretary shall per- 
form such other duties as pertain to the office of secretary. 


GHAPTER LV. 
Rules of Procedure 


SECTION 401. Order of Business. The order of busi- 
ness shall be as follows: 
1. Approval of the records of the last meeting. 


2. Communications from His Honor, the mayor, the 
city council, or other officers of the city. 


3. Communications from the superintendent relating to 
Executive Department and Department of Instruction. 


4. Communications from the superintendent relating to 
Department of Finance and Supplies. 


5. Communications from the superintendent relating to 
Department of Buildings and Grounds. 


6. Reports of committees. 
7. Unfinished business of previous meetings. 
8. Orders, resolutions and petitions, etc. 


SECTION 402. Quorum. Four members of the Com- 
mittee shall constitute a quorum for the transaction of business, 
but a less number may adjourn to a definite date, or they may 
call the roll and record the names of absentees, or send for 
absent members. 


SECTION 403. Open Sessions. The sessions of the 
Committee shall be open, but the Committee may at any 
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time, by a majority vote, go into executive session, and shall 
do so for the discussion of qualification of officers and teachers. 
All votes, however, shall be passed in open session. 


SECTION 404. Order. The presiding officer shall pre- 
serve order in the meetings, and decide all questions of order, 
subject to an appeal to the Committee by any member, which 
appeal shall be decided without debate. 


SECTION 405. Motions. Motions shall be submitted 
in writing, if any member shall so request. 


SECTION 406. Votes. The affirmative vote of four 
members shall be necessary to pass any vote, order, or resolu- 
tion, except motions named in Section 408 which shall require 
only a majority vote of the members present. 


SECTION 407. Yea and Nay Votes. The yeas and nays 
shall be taken alphabetically on any question whenever two 
members shall so request, and shall .be taken upon all orders 
authorizing the expenditure of money and all orders increasing 
or decreasing salaries. 


SECTION 408. Precedence of Motions. When motions 
are made naming sums or fixing times, the largest sum or longest 
time shall first be put to vote. If a question be under debate, 
the only motions in order shall be (1) to adjourn; (2) to suspend 
the rules; (3) to lay on the table; (4) for the previous question; 
(5) to postpone to a day certain; (6) to commit or recommit; 
(7) to amend; (8) to postpone indefinitely. The motions shall 
have precedence in the above order. 


SECTION 409. Adjournment. A motion to adjourn 
shall always be in order, except when a member has the floor, 
or a question has been put and not decided. 


SECTION 410. WNon-debatable Motions. Motions to 
adjourn, to lay on the table, or to take from the table, and for 
the previous question, shall be decided without debate. The 
previous question shall be put in this form: “ Shall the main 
question now be put?” Its adoption shall end all debate, and 
bring the Committee to a vote upon pending amendments, if 
there are any, and then upon the main question. 
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SECTION 411. Reconsideration. The action of the 
Committee on any question may be reconsidered at the same 
meeting by a majority vote, or, if any member who is not shown 
by a yea and nay vote to have voted against the prevailing 
side, shall give notice in writing to the secretary before 12 m. 
of the day following that on which the meeting was held, 
of his intention to do so, he may move a reconsideration at 
the next meeting of the Committee. Only one motion for this 
purpose shall be in order. 


SECTION 412. Secretary to Retain Papers. The secre- 
tary shall retain in her possession all papers upon which action 
has been taken by the Committee at any meeting until the 
right to file a motion of reconsideration has expired; and if such 
notice be filed, she shall continue to retain the papers relating 
thereto until after the following meeting of the Committee. 


SECTION 413. Nominations. No nomination, except 
of candidates for re-election and of principals of evening and 
vacation schools, shall be acted upon before the next regular 
meeting succeeding that at which it is made. 


SECTION 414. Elections. The votes of a majority of 
the whole number of the members of the Committee shall be 
necessary to elect any officer, and to approve the appointment 
of a master or principal, teacher, janitor or other employee. 


SECTION 415. Appeals. In all cases arising under 
these regulations or under any orders of the Committee, 
appeals from the decision of the principal may be taken to the 
superintendent, and from the superintendent to the Com- 
mittee. The person so appealing shall state in writing his 
grievance and the relief desired. 


SECTION 416. Suspension of Rules. The consent of 
five members present at any meeting shall be required for the 
suspension of any of these rules. 


SECTION 417. Amendments. Any amendment of these 
rules shall be proposed at a regular meeting in writing, but shall 
not be voted upon before the next regular meeting of the Com- 
mittee. 
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THE EXECUTIVE DEPARTMENT 


CHAP DEK 


The Organization and Powers of the Department 


SECTION 501. Powers. The department, subject to 
the approval of the Committee, shall have control of the entire 
School Department. 


SECTION 502. Organization. The superintendent of 
schools shall be the head of the Executive Department, and 
shall exercise his powers personally, or through his agents. 
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THE DEPARTMENT OF INSTRUCTION 


Cra err Rea vil 


The Organization and Powers of the Department 


SECTION 601. Powers. The department, subject to 
the approval of the Committee, shall have control of the schools, 
the teachers and teaching, and the pupils; it shall determine 
what supplies shall be furnished to the schools and shall control 
the school premises, during their actual use for school purposes. 


SECTION 602. Organization. The superintendent of 
schools shall be the head of the Department of Instruction, and 
shall exercise its powers personally or through his assistants, 
supervisors, directors, principals, teachers and clerks. 


GHAPBER Vit 


The Superintendent 


SECTION 701. Powers and Duties. The superintendent 
shall be the advisory and chief executive officer of the Com- 
mittee in all matters, and, under its direction and control, shall 
have the care and supervision of all public schools. He shall 
direct and supervise the same in conformity with the courses of 
study and these rules; shall visit each school as often as prac- 
ticable, carefully examine as to its progress and condition, and 
labor for its improvement. He shall pay particular attention to 
the classification of the pupils, that there may be, so far as 
practicable, a uniform course of instruction and system of 
discipline pursued in the different schools of the same grade. 
It shall be his duty to report to the Committee any lack of 
qualification or faithfulness in a teacher that is not promptly 
corrected upon his suggestion. He shall see that the prescribed 
studies are carefully pursued, that no books but those adopted 
by the Committee are used as text-books, and that the regula- 
tions of the Committee are faithfully observed. 
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SECTION 702. Teachers’ Meetings. He shall advise 
the teachers as to the best methods of instruction and manage- 
ment, and for this purpose he may hold meetings of the teachers 
and may dismiss their respective schools at such time as he may 
think best, not exceeding one day in each term. 


SECTION 703. Attendance at Meetings. He shall 
attend all meetings of the Committee, except when his election 
is in order or under discussion; shall report to the Committee 
any official action outside the ordinary routine of his duties; 
and may express his opinion on any topic under discussion. 


SECTION 704. Records. He shall determine what 
registers, records, and forms shall be used in the schools, and 
shall prescribe the manner in which they shall be kept. 


SECTION 705. Assistants. He shall have direct charge 
of all his assistants, directors, and supervisors in the perform- 
ance of their duties as hereinafter fixed, and shall provide for 
the performance of such duties in case of vacancy in the respec- 
tive offices. 


SECTION 706. Use of Schoolhouses. He shall deter- , 
mine the use to be made of the buildings provided for the use of 
the schools, and the quarters to which the schools and separate 
classes shall be assigned. 


SECTION 707. Nomination of Teachers. He shall make 
all nominations of teachers to the Committee in writing, pre- 
senting at the same time the qualifications and recommenda- 
tions of the person nominated. 


SECTION 708. Election of Teachers. He shall prepare 
and submit to the Committee annually, in June, a list of 
teachers recommended by him for re-election, and of those 
recommended for election on tenure of office during good 
behavior and efficiency. 


SECTION 709. Teachers in Evening and Vacation 
Schools. He shall nominate principals of evening schools at a 
meeting of the Committee in September, and of the vacation 
schools at a meeting in June. He shall nominate assistants in the 
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evening and vacation schools, and shall dispense with any 
teacher when his services are not required, reporting such 
action at the next meeting of the Committee. 


SECTION 710. Promotion of Teachers. He shall make 
all recommendations for promotion of teachers in writing, pre- 
senting at the same time the qualifications and recommenda- 
tions of the person recommended. 


SECTION 711. Transfer of Teachers. He shall have 
authority to transfer teachers from one school to another, but 
he shall report all transfers to the Committee at its next 
regular meeting. 


SECTION 712. Substitute Teachers. He shall have 
authority to employ as many substitute and temporary teachers 
as may be necessary to take the places of absent teachers and 
to fill all vacancies. 


SECTION 718. Suspension of Teachers. He shall have 
power to suspend any teacher, but shall report such suspension 
at the next regular meeting of the Committee. 


SECTION 714. Absence of Teachers for Educational 
Purposes. He may give permission to teachers to visit other 
schools or to attend educational conferences, but not more than 
three days’ leave shall be granted to any teacher during any one 
year for this purpose. 


SECTION 715. Courses of Study and Text-Books. He 
shall make all propositions for changes in courses of study and 
text-books to the Committee. 


SECTION 716. Appeals from Principals. He shall hear, 
on appeal from the principals of schools, all complaints against 
teachers or other complaints arising out of the work of the 
schools. 


SECTION 717. Discretion. In all matters where his 
duties are not definitely prescribed, he shall exercise his dis- 
cretion, subject to the approval of the Committee. 
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SECTION 718. Report to Committee. He shall make 
a written report to the Committee annually, giving an account 
of the schools and making such suggestions as he may deem 
advisable. 


SECTION 719. Appointments under Civil Service Law. 
Under the direction of the Committee he shall in case of 
vacancy make application to the Civil Service Commission for 
the names of those eligible for the position of clerk or attend- 
ance officer, and, when necessary, shall select and put to work 
one or more of those certified; also, make the reports con- 
cerning persons so selected which are required by the Civil 
Service Commission. 


SECTION 720. School Census. He shall direct the 
taking of the school census required by the public statutes and 
shall obtain the statistics of the private schools in the city; the 
expenses so incurred shall be charged to the appropriation for 
general expenses. 


CATA Pe Rey 2 


Directors and Supervisors 


SECTION 801. Responsible to Superintendent. Their 
work shall be fixed by the superintendent, and they shall be 
held responsible by him for the quality of the work performed. 


SECTION 802. Duties. It shall be their duty to aid 
the superintendent in the supervision of instruction in their 
respective departments. They shall consult with him frequently 
regarding matters of instruction in the schools for the purpose of 
making suggestions and of receiving his directions. They shall 
have supervision of all equipment and material connected with 
their respective departments, including all material to be used 
at public entertainments to be given either directly or indirectly 
under school auspices, or for school purposes, to the end that the 
standard of the educational training of the pupils shall not be 
lowered, and that of the community may be raised. They shall 
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visit schools for the purpose of observing the teaching by the 
teachers, of giving them instruction and counsel, and of teaching 
model lessons in the schoolroom for their benefit. During such 
visits they shall, whenever they deem it advisable, hold confer- 
ences of teachers for the discussion of matters connected with 
the instruction of the schools. They shall confer with the prin- 
cipals regarding the instruction in their schools and relative to 
individual teachers, making suggestions for their improvement 
and conveying the directions received from the superintendent. 
In their work they shall, so far as possible, follow regular pro- 
grams approved by the superintendent. They shall hold and 
conduct meetings of teachers in their respective departments at 
such times and places as the superintendent may determine, at 
which meetings they shall discuss with them educational topics 
and the details of their work in accordance with the general 
plans and policies of the superintendent. They shall at stated 
times report to the superintendent upon the work of their 
respective departments. 

They shall report immediately to the superintendent cases 
of delinquency upon the part of principals, of assistants, and of 
teachers, or refusal to carry out the directions given them. 


SECTION 803. Assistants. They shall have immediate 
and direct control over their assistants, who shall report, or 
cause to be reported to them at once, when illness or other cause 
prevents their attendance or makes it necessary to leave their 
school work before the expiration of the regular school hours. 

A time table showing the times and places of their visits for 
each month of school shall be compiled by each assistant and 
approved by the director or supervisor. 


SECTION 804. Co-operation of Teachers. Teachers 
shall co-operate with the directors and supervisors of special 
work, and preserve order while they are conducting exercises, 
and at other times give instruction under their direction. 


SECTION 805. Office Hours. Directors and _ super- 
visors shall have regular office hours at such times and places 
as may be fixed by the superintendent. They in turn may 
require similar office hours for their assistants. 
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CHAPTER IX 


Head Masters, Masters and Principals 


SECTION 901. Powers and Duties. The head masters 
of high schools and the masters of grammar schools and all 
principals shall have general supervision of the grounds, build- 
ings and appurtenances of their schools, and shall be held respon- 
sible for the neatness and cleanliness of the premises. They 
shall see to the enforcement of the rules and regulations of the 
Committee and strictly carry out the directions of the super- 
intendent. They shall have general charge of the discipline of 
the pupils during recesses and other times of relaxation. At 
such times they may call upon teachers for assistance and 
require them to perform any duties that may be necessary in 
order to secure the proper deportment of pupils. They shall 
render such assistance in the supervision of methods of instruc- 
tion and discipline as the superintendent shall direct and 
require. They shall frequently visit all schoolrooms in their 
charge and see that the work of teachers is efficiently done. 
All directions, orders and exclusions shall be carried out 
through the masters or principals. They shall not allow any, 
doors used by pupils in entering or leaving their buildings to 
be bolted or locked during schocl sessions. They shall, under 
the direction of the superintendent of school buildings and 
grounds, have the control of the janitors and engineers; shall 
see that the rules for their government are enforced, and shall 
report to the superintendent of school buildings and grounds 
any neglect of duty or improper conduct on their part. 


SECTION 902. Attendance. In cases of absence in 
their respective buildings, they shall cause the attendance 
officers to investigate and report thereon without unnecessary 
delay and shall report to the superintendent all cases of 
habitual truancy. 


SECTION 903. Supervision of Teachers. They shall 
counsel and aid their assistants, shall supervise their work and 
shall report to the superintendent any case of insubordination, 
neglect of duty, persistent tardiness, or incompetency on the 
part of teachers under their direction. They shall keep a 
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record of all conferences with teachers. They shall make 
reports to the superintendent on the work of teachers not on 
- tenure; also on all other teachers under their charge. 


SECTION 904. Supervision of Schoolhouses. They 
shall report monthly to the superintendent of school buildings 
and grounds upon the work of the custodians and upon such 
other matters as may need attention. 


SECTION 905. Records and Reports. They shall keep 
the records of the schools and make such reports and returns as 
may be required by the superintendent, agent, and superin- 
tendent of school buildings and grounds. 


SECTION 906. Knowledge of Rules. They shall see 
that the teachers under their charge are familiar with the rules 
and with the proceedings of the School Committee. 


SECTION. 907. Fire Drill. Each principal shall give 
such instructions to his assistants as will prepare them to act 
prudently and promptly in case of fire in the school building, and 
so train the pupils that, at a given signal, they will leave the 
schoolhouse in order and speedily. The fire alarm signal shall 
be given at least once a month. 


SECTION 908. Books and Materials. The principals of 
the several schools shall order and be responsible for all books, 
apparatus, and materials supplied to their respective schools 
and, annually at the end of the spring term, shall make reports 
to the agent, of the stock on hand. He shall be notified of the 
removal of any of the school property. 


SECTION 909. Books to be Marked. They shall see 
that all books are properly stamped, numbered, and dated 
before the books are loaned to pupils. 

SECTION 910. Requisitions. They shall make requisi- 
tions upon the agent in writing, for all text-books and supplies 
necessary for their buildings, and present the same to the super- 
intendent to be countersigned by him. 

SECTION 911. Programs. They shall cause written 
programs of the daily exercises to be placed in some conspicuous 
place in each schoolroom. 
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SECTION 912. Accounts. Within two weeks after any 
exhibition, dance, drill, or other entertainment held under the 
auspices of any school, or when any contribution is taken in a 
school, the principal of said school shall present to the agent an 
itemized account of all moneys received, or expended in connec- 
tion therewith, and object for which it is to be expended, and 
shall within ten days after the expenditure of such moneys for 
the purchase of property of any kind, present to the agent a 
descriptive list of the property purchased and a statement of the 
price of each article. In the case of athletic events in the high 
schools, a semi-annual report of receipts and expenditures shall 
be made to the agent. 


CHAPTER X 


Teachers 


SECTION 1001. Duties. All teachers shall observe 
faithfully the following statute of the Commonwealth: “ All 
instructors of youth shall exert their best endeavors to impress 
on the minds of children and youth committed to their care and 
instruction, the principles of piety and justice, and a sacred 
regard for truth, love of their country, humanity and universal 
benevolence, sobriety, industry, and frugality, chastity, moder- 
ation and temperance and those other virtues which are the 
ornament of human society, and the bases upon which a 
republican constitution is founded; and they shall endeavor to 
lead their pupils, as their ages and capacities will admit, into a 
clear understanding of the tendency of the above-mentioned 
virtues to preserve and perfect a republican constitution and 
secure the blessings of liberty as well as to promote their future 
happiness, and also to point out to them the evil tendency of the 
opposite vices.”’ 


SECTION 1002. Tenure. Any teacher entering the 
school service of the City of Cambridge shall be passed upon by 
the Superintendent’s Staff, 7.e., superintendent of schools, 
assistant superintendent of schools, director of primary schools, 
and director of kindergartens, — as to efficiency and success at 
the completion of one year’s work, and if found satisfactory, he 
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(or she) shall be recommended to the School Committee by the 
superintendent of schools for the next annual increase and for 
the annual salary increases until the completion of the third 
year, when he shall be again passed upon by the superintendent 
of schools, and if found efficient and his work so warrants, he 
shall be recommended to the school committee for tenure. 

If said teacher fails to receive, either on the completion of 
the first year’s work, or on the completion of the third year’s 
work, the approval of the superintendent of schools, such 
teacher shall not be recommended to the School Committee to 
receive the annual increases in salary. ! 

If a teacher fails to be placed on tenure at the end of the 
third year, she shall be recommended for probation for one 
year. If not recommended for tenure at the end of the fourth 
year, the facts in her case shall be presented to the School 
Committee for final action. 


SECTION 1008. Eligibility. All persons eligible for the 
position of teacher in the schools of Cambridge must be certified » 
by the Superintendent’s Staff, z.e., superintendent of schools, 
assistant superintendent of schools, director of primary schools, 
and director of kindergartens. 

To be eligible for a kindergarten certificate an applicant 
must comply with the following requirements: 

(a) Must bea graduate of an approved high school and of 
an approved normal or professional school for the training of 
kindergartners, whose course of study shall not be less than 
two years. 

(b) Shall demonstrate ability to play the piano to the 
satisfaction of the supervisor of kindergartens. 

(c) One year’s experience in purely kindergarten teaching. 

In the promotion of an assistant kindergartner to the 
position of head kindergartner, efficiency, as determined by 
the following factors, shall be the basis of promotion: 

1. Ability to teach. 

2. Length of service. 

3. Professional attitude. 

4. Personal fitness. 
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In reckoning kindergarten experience, only that gained 
from strictly kindergarten classes shall be counted. 


To be eligible for an elementary school certificate an 
applicant must possess the following qualifications: 


(a) Must be a graduate of a State Normal School, the 
Boston Normal School, or an approved college or university 
with evidence of the completion after graduation of a full 
course in professional training in teaching.* 


(b) Shall have at least three years’ experience in teaching 
except in the case of legal residents of Cambridge, where but 
one year of successful experience is required. 


Or (c) Shall hold a certificate granted by a State Board 
of Education and in addition must have at least five years’ 
experience in teaching. 


(d) All applicants shall pass a written examination in 
theory and practice of teaching, and such other subjects as 
the superintendent may deem necessary. 


(The above shall take effect April 1, 1925, and shall not 
affect those Cambridge residents who have been graduated 
from a normal school between the years 1917 and 1924 inclusive, 
and those substitutes who are employed in this system at the 
present time.) 


To be eligible for a high school certificate an applicant 
must comply with the following requirements: 


(a) A degree from an approved college or university 
with evidence of the completion after graduation of a full 
course in professional training in teaching.* 


(b) Three years’ .successful experience in teaching in 
day high schools is required except in the case of legal residents 
of Cambridge, where but two years’ successful experience in 
day high schools is required. 


Or (c) Shall hold a certificate granted by a State Board 
of Education for superior work in high schools, and must have 
at least five years’ experience in teaching. 


*By a full course is meant a regular academic year of professiondl study in 
a graduate school of education. 


RULES OF THE SCHOOL COMMITTEE 21 


(d) All applicants shall pass a written examination in 
theory and practice of teaching, and such other subjects as 
the superintendent may deem necessary. 


(The above shall take effect April 1, 1925, and shall not 
affect substitutes now employed in the system.) 


To be eligible for a permanent substitute in the High and 
Latin, or Rindge Technical School, an applicant must have 
had at least two years’ experience in teaching high school 
subjects. 


Or — Must have taken one full year’s course in a State 
Normal School, the Boston Normal School, or an accredited 
Graduate School of Education and one year’s experience in 
teaching high school subjects. 


(The above shall take effect April 1, 1925, and shall not 
affect substitutes now employed in the system.) 


To be eligible for a continuation school certificate an 
applicant must comply with the requirements of the State 
Board of Education. 


The superintendent may at any time secure such assistance 
as he may deem necessary to carry out these eligibility rules. 


(On the resident list are to be placed the names of appli- 
cants whose parents or guardians have been legal’ residents 
of Cambridge for four years immediately preceding the filing 
of their applications.) 


SECTION 1004. Attendance. Teachers shall bein their 
respective schoolrooms and have them open for the admission 
of pupils at least fifteen minutes before the specified time for 
beginning school. 


SECTION 1005. Temperature and Ventilation of Rooms. 
Teachers shall carefully ascertain the temperature of their 
rooms, giving particular attention to ventilation, and shall 
use all proper means to avoid injurious extremes cf heat and 
cold. The proper temperature is about 65 degrees. 


SECTION 1006. Teachers’ Meetings. Teachers may 
be required to attend teachers’ meetings or courses of instruc- 
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tion in methods of teaching. Such meetings may be held on 
Saturday mornings during term time or at such other times, 
not in school hours, as the superintendent may direct. Meetings 
in addition to those indicated above may be held by the super- 
intendent or may be called by him, on request of directors in 
special subjects. 


SECTION 1007. Visiting Schools. Any teacher may, 
under the direction of the superintendent, visit other schools 
to observe the discipline and instruction. (See Section 714.) 


SECTION 1008. List of Pupils; Recommendation of 
Text-Books. No list of pupils and no recommendation of a 
text-book shall be given by any teacher to any person who 
is not an officer of the Board. 


SECTION .1009. Leave of Absence for Study or Travel. 
Any teacher who has served in the city for ten years may, 
on recommendation of the superintendent and vote of the Com- 
mittee, have leave of absence for one year for purposes of 
study or travel, and may receive one-half of his salary, provided 
the amount in no case shall exceed eight hundred fifty-two 
dollars. Such teachers shall file with the secretary of the Com- 
mittee an agreement in writing binding the teacher to serve 
in the public schools of Cambridge for one year after the 
expiration of such leave of absence or to refund the amount 
of salary received under this rule, unless it is otherwise ordered 
by the Committee. 


SECTION 1010. Absence. Any teacher absent, or 
intending to be absent from school, shall give reasonable notice 
of such absence and the reason therefor to the superintendent, 
and shall also give notice to the superintendent immediately 
upon return. At the end of each month the principal shall 
send to the superintendent a report of the number of school 
sessions each teacher has been absent during the month, the 
reasons for such absence, the names of substitutes, and the 
number cf school sessions each substitute has served; and also 
the number of times each teacher has failed to be present at 
school fifteen minutes before the opening of each session. 
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SECTION 1011. Resignation. Any teacher may resign 
his office, provided, at least thirty days’ notice of the intention 
be given to the superintendent in writing. The marriage of a 
woman teacher shall terminate her term of service. 


SECTION 1012. Private Instruction. No teacher shall 
receive, without the approval of the superintendent, any 
material compensation for giving instruction to a member of 
his or her class. 


CHAPTER XI 


Master Emeritus and Pensioned Teachers 


SECTION 1101. Master Emeritus. Any head master of a 
high school or master of a grammar school who has reached the 
age of sixty-five years and has served as such head master or 
master for at least twenty years or has served in the Cambridge 
schools for at least twenty-five years, may upon his own 
request or at the discretion of the Committee be retired from 
active service by an election as master emeritus. 


SECTION 1102. Pensioned Teachers. The School Com- 
mittee may retire from active service and place upon the 
pension roll any teacher who is sixty years old or over, or is, 
in the judgment of the Committee, incapacitated for useful 
service, and who has faithfully served the city for twenty-five 
years. The amount of the annual pension allowed to any 
person shall not exceed one-half of the annual compensation 


received by such person at the time of retirement, and in no 
case shall exceed five hundred dollars. (Chapt. 498-1908.) 


CHAPTER XII 


The Schools and Their Organization 
SECTION 1201. Classification. The public schools of 
Cambridge shall be classified as kindergarten, primary schools, 
grammar schools, high schools, evening schools, and vacation 
schools. 


SECTION 1202. School Terms. The school year shall be 
divided into four terms. The time for closing the schools in 
June and for opening them in September shall be fixed annually 
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in January. The first term shall close December 23, except 
when that date falls on Saturday or Sunday, in which case it 
shall close on the Friday preceding. The second term shall 
begin on the first school day after that celebrated as New 
Year’s Day, and shall close the Friday before Washington’s 
Birthday. The third term shall begin the Monday after 
Washington’s Birthday and shall close the last Friday in 
April. The fourth term shall begin the Monday after the 
first Friday in May. 


SECTION 1203. Holidays. There shall be no session on 
Saturdays; Columbus Day; Thanksgiving Day, the day pre- 
ceding and the day following; Washington’s Birthday; Good 
Friday; Patriots’ Day; Memorial Day and the Seventeenth 
of June. Whenever any of the above named holidays fall on 
Thursday or Sunday, the schools shall be closed on the day 
following. The Chairman of the Committee is authorized to 
suspend the schools on public occasions. 


SECTION 1204. Hours. Except as otherwise ordered by 
the Board, the sessions of the High and Latin School shall be 
from 8.30 a.m. to 1.45 p.m.; of the Rindge Technical School 
from 8.30 a.m. tc 2.00 p.m.; of the trade classes at the Rindge 
Technical School from 8.30 a.m. to 4.00 p.m.; of the grammar 
and primary schools from 8.30 a.m. to 11.80 a.m.; and from 
12.30 p.m. to 2.15 p.m.; and of the kindergartens from 8.30 a.m. 
to 11.45 a.m. 


SECTION 1205. No-School Signal. The superintendent 
shall have authority to suspend the sessions of all schools on 
stormy days and on days of extreme heat or cold. The signal 
for this is five blasts of the siren repeated. 

The time for giving the signal and the schools closed 
thereby shall be as follows: 


7.30 a.m. All schools close all day. 
11.40 a.m. Elementary schools close for afternoon. 


SECTION 1206. Morning Exercises. The morning exer- 
cises in all the schools shall begin with reading from the scrip- 
tures without written note or oral comment. 
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SECTION 1207. Instruction. No person, except those 
appointed for the purpose by the Committee or those officially 
connected with the schools, shall be allowed to give instruction 
or deliver lectures in any school without the permission of the 
superintendent. 


SECTION 1208. Interruption of Teachers. Teachers 
must not be interrupted by any one during school session with 
any prolonged interview, even on matters relating to the 
schocl; nor shall they allow any suspension of their regular 
duties in consequence of the visits of personal friends. 


SECTION 1209. Irregular Dismissals. Principals shall 
not dismiss school before the regular hour without permission 
from the superintendent, except in cases of emergency, when 
they shall make immediate report to the superintendent. 


SECTION 1210. Patriotic Exercises. Patrictic exercises 
shall be held in all the schools on the twelfth of February and 
during the last session preceding each holiday. 


SECTION 1211. Diplomas. Those pupils who complete 
the prescribed course of study 1n the high and grammar schools, 
in a manner satisfactory to the master and superintendent, shall 
receive diplomas or certificates signed by the mayor, the 
superintendent, and the principal. A list of all pupils entitled 
to diplomas shall be sent to the agent on blanks supplied for 
the purpose not later than the tenth of May. 


CHAPTER XIII 


High Schools 


SECTION 1301. Admission. A pupil who has received a 
diploma of a Cambridge grammar school stating that he has 
satisfactorily completed the course may be admitted to either 
high school on probation without examination. A _ pupil 
fourteen years old, or more, on request of his parent or guardian, 
and with the approval of the superintendent, may be admitted 
to the trade course in the Rindge Technical School without 
having graduated from a grammar school. Other candidates 
shall be required to present certificates of good character from 
the principals of the schools they last attended, and may be 
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required to pass an examination showing a preparation equiva- 
lent to that required for graduation from the Cambridge 
grammar schools; such examination shall be held in September 
of each year under the direction of the superintendent. Pupils 
who are qualified to join existing classes may be admitted at 
any time on application to the head master. 


SECTION 1302. Examination of Pupils of Grammar 
Schools. A pupil in an eighth grade of an elementary school 
who fails in two or more subjects shall not be granted a diploma, 
but shall be given the privilege of taking an examination in the 
subjects in which he has failed, and, if successful, shall be 
granted a diploma and allowed to enter either high school 
on trial. This examination shall be held in the month of 
September of each year. 


SECTION 138038. Courses. High school pupils, under the 
direction of their parents or guardians, must elect to take one 
of the prescribed courses on their entrance into the school. 
If it should be found desirable or expedient, a change may be 
made from one course to another, on the application of the 
parent of a pupil to the head master. 


SECTION 13804. Lists of Candidates for Admission. The 
masters of the grammar schools shall send to the head masters 
of the high schools and to the superintendent, lists of candidates 
for admission to the respective schools not later than the tenth 
of May. 


SECTION 1305. Requirements for Graduation. Diplomas 
may be granted to those who have completed the courses in 
the high schools under the following conditions: 

1. Those whose rank is sixty per cent or above in every 
subject may receive diplomas. 

2. A pupil who fails to attain sixty per cent in one 
subject only may have a special examination in the year’s 
work on that subject previous to the graduation of the class, 
and may receive a diploma if sixty per cent is attained on such 
examination. 

3. Pupils who fail to attain a rank of sixty per cent in 
more than one subject may take an examination in those 
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subjects at any time when such examinations are regularly 
given, and may receive diplomas if they attain sixty per cent 
on such examinations in each subject so required. 


SECTION 13806. Entertainments. No organization of 
high school pupils bearing the name of the school shall be 
permitted to give musical entertainments or dramatic per- 
formances in places other than Cambridge without the approval 
of the superintendent. 


SECTION 1307. Eligibility for Participation in Athletics 
or Other School Activities. No pupil whose conduct or work 
in school is unsatisfactory shall be allowed to take part in any 
public match, performance or exhibition, or in the editorship 
or business management of the school paper, under the name 
of any high school or of any class thereof. 


SECTION 1308. Committee on Athletics. A committee 
consisting of three members of the Committee shall have 
general charge of all matters pertaining to athletics in the 
public schools. 


CHAPTER XIV 


Elementary Schools 


SECTION 1401. Districts and Transfer of Pupils. The 
city shall be divided into districts; and no pupil shall be admitted 
to any school, except that for the district in which he resides, 
without the written consent of the superintendent. Any pupil 
who has been attending any public school shall not be received 
into another school of the same grade except on presentation 
of a regular certificate of dismission from the last school 
attended. Pupils transferred from one school to another in 
this city during the month of September shall be enrolled and 
their attendance from the beginning of *the term shall be 
recorded in the latter school only. 


SECTION 1402. Promotions. Promotions from grade to 
grade in the grammar schools and from the grammar schools 
to the high schools shall be made under the direction of the 
grammar school masters and the superintendent. Pupils 
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qualified to join existing classes may be admitted at any time 
on application to the principal of the school. 


SECTION 1403. Masters. The masters of the grammar 
schools shall have charge of the organization, management, 
and discipline thereof, shall have supervision of the work of 
the teachers and shall teach such subjects as they may elect 
for not less than two hours a day. Under the direction of the 
superintendent, they shall have general supervision of the 
work in the grammar classes in the mixed schools which will 
come under their immediate supervision in the higher grades. 


SECTION 1404. Master’s Assistant. The master’s 
assistant shall keep the records of the school and perform such 
other duties as the master may require. 


SECTION 1405. Supervisor of Primary Schools. There 
shall be a supervisor of primary schools who, under the direc- 
tion of the superintendent, shall have general supervision of 
these schools. 

SECTION 1406. Admission to Primary Schools. Pupils 
who are six years of age shall be admitted to the beginners’ 
class during the month of September. Pupils qualified to join — 
existing classes may be admitted at any time on application to 
the principal cf the school. 

Pupils admitted for the first time must present a birth 
certificate, baptismal record, official governmental passport 
containing proof of age, or evidence satisfactory to the principal 
that none of these can be obtained. Such record shall be kept on 
file with the vaccination certificates of pupils. In order to 
facilitate the registration of pupils at the beginning of the fall 
term, each teacher shall in June of each year ascertain which 
pupils in her class have brothers or sisters who intend to enter 
the schocls the following September, and through such pupils 
shall notify the parents of the requirements of this rule. Pupils 
who fail to present the evidence of age herein required may be 
admitted and continued in the schools pending the securing of 
such evidence. 

SECTION 1407. Principals of Primary Schools. The 
principal of each primary school shall supervise and direct the 
work of all the teachers in the school under the direction of the 
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superintendent, and the supervisor of primary schools; shall 
make all necessary regulations for the management of the pupils 
when not assembled in their respective rooms; receive all 
applications for admission to the school; assign each pupil to 
the proper class and after the annual promotion of classes shall 
have charge of reorganizing the school. No pupil shall be 
transferred from one class to another without the consent of the 
principal or of the supervisor of primary schools. 

SECTION 1408. Promotions in Primary Schools. Pro- 
motions from grade to grade in the primary schools and from 
the primary to the grammar schools shall be made by the 
principal under the direction of the supervisor of primary 
schools and the superintendent. 


CHAP TER: XV 


Kindergartens 


SECTION 1501. Supervisor of Kindergartens. There 
shall be a supervisor of kindergartens who under the direction 
of the superintendent shall have general supervision of these 
schools. 

SECTION 1502. Admission. Children five years of age 
may be admitted to the kindergarten nearest their homes at any 
time by applying to the principal of the school. They may 
remain one year, or for longer if less than six years of age. 


SECTION 1508. Assistants. There may be an assistant 
in each kindergarten when the average number of pupils 
belonging to each class exceeds twenty-five. The superintend- 
ent may appoint an attendant for each kindergarten subject to 
the approval of the Committee. 


SECTION 1504. Duties. Kindergartners shall visit the 
homes ef their pupils with a view of maintaining friendly rela- 
tions with the parents and of securing regularity of attendance. 

On the first of June each year, the head kindergartner shall 
send a written report to the superintendent giving the number 
of mothers’ meetings held during the year, a list of the subjects 
presented, and the number of calls that have been made in the 
homes of the pupils. 
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CHAPTER XVI 


Evening Schools 


SECTION 1601. Classification. The evening schools 
shall be classified as elementary, high, drawing and industrial 
schools. 

SECTION 1602. Pupils. Adults and children who are 
unable to attend a day school may attend an evening school, but 
no person who is attending a day school shall be admitted 
except on permission of the superintendent. 


SECTION 1603. Courses of Study, Supervision and 
Rules. The courses of study in the evening schools shall be 
directed by the superintendent, and such schools shall be super- 
vised by a supervisor. Teachers and pupils of evening schools 
shall, so far as practicable, be governed by the rules which 
govern the day schools. 

SECTION 1604. Principal. No principal or master of a 
day school shall be eligible for the principalship of an evening 
school. The principal of each evening school shall be respon- 
sible for the management of the school; he shall see that no 
books or supplies are lost and that no damage is done to the, 
furniture in the rooms occupied. He shall keep a record of the 
attendance of teachers and pupils and report to the superin- 
tendent at the end of each week. At the end of each term he 
shall report to the superintendent in writing. 


SECTION 1605. Terms. There shall be two terms of 
the evening schools. The schools shall open on the second 
Monday of October and shall close one week previous to the 
closing of the day schools for the Christmas holidays. The 
second term shall begin on the first Tuesday of January, except 
when that day falls on New Year’s Day, in which case it shall 
begin on the following Thursday, and shall continue for at least 
twenty-five evenings. Vacations and holidays shall be the same 
as in the day schools. 


SECTION 1606. Sessions. The sessions of the evening 
schools shall begin at 7.30 p.m. and continue until 9.30 p.m. 
The teachers shall be present and the schoolrooms open at least 
fifteen minutes before the beginning of each session. 
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SECTION 1607. Evening School Deposits. Each appli- 
cant for admission to the Evening High School and to the 
Rindge Evening Industrial School shall make a deposit of one 
dollar. This amount shall be refunded during the last week of 
the evening school season provided: 

1. That the pupil has attended at least two-thirds of the . 
full number of sessions during the year. In cases of personal 
illness, the principal may use his discretion in interpreting this 
provision. 

2. That the pupil has made proper use of school books and 
supplies and has returned such as have been loaned to him. 


The amount shall be forfeited: 


1. In case that personal application is not made for the 
same during the last week of evening school season. 


2. In case of expulsion from the school because of bad 
conduct. 


SECTION 1608. High and Drawing Classes. In the 
evening high and drawing schools no class shall be formed until 
at least ten pupils have expressed an intention to take the 
course and continue it until the end of the term. Any course 
may be discontinued by direction of the superintendent when 
the average attendance on that course falls below eight for two 
successive weeks. 


SECTION 1609. Drawing Classes. Free-hand draw- 
ing, mechanical drawing and modeling shall be taught in the 
evening schools and there shall be a three years’ course in each 
of these departments. 


SECTION 1610. Promotions. Pupils who have satis- 
factorily completed a year’s work and passed the required 
examinations may receive a written certificate of promotion 
from the principal; and no pupil shall be admitted to advanced 
standing without such a certificate, except by passing the 
required examinations. 


SECTION 1611. Suspensions. Pupils may be _ sus- 
pended by principals for disobedience or improper conduct or 
irregular attendance. The principal shall at once report such 
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suspension to the superintendent. Pupils so suspended shall 
not be readmitted without the consent of the superintendent. 


SECTION 1612. Teachers. Teachers who hold regular 
appointments in the Cambridge schools are eligible for teaching 
positions in the evening schools for four years, only, out of each 
period of five years. This does not include Americanization 
teachers. | 


CHAP SCHR aval 


Vacation Schools 


SECTION 1701. Establishment. Vacation schools may 
be established by the superintendent with the approval of the 
Board. 


SECTION 1702. Term. The term cf the vacation 
schools shall begin the first Monday after the fourth day of 
July in each year. The length of the term shall be determined 
by the superintendent with the approval of the Committee. 


SECTION 1703. Courses of Study and Supervision. The 
course of study in the vacation schools shall be directed by the 
superintendent, and said schools shall be supervised by a super- 
visor. Teachers and pupils of the vacation schools shall, so far 
as practicable, be governed by the rules which govern the day 
schools. 

SECTION 1704. Suspension. Pupils may be suspended 
by the principals for disobedience or improper conduct, and 
such pupils shall not be readmitted without the consent of the 
superintendent. 


SECTION 1705. Teachers. Teachers who hold regular 
appointments in the Cambridge schools are eligible for teaching 
positions in the vacation schools for four years, only, out of each 
period of five years. 


CHAPTER XVIII 
The Pupils 


SECTION 1801. Non-Resident Pupils. Non-resident 
pupils and those residing in Cambridge for the purpose of 
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attending school may be admitted temporarily, but shall not be 
allowed to remain more than two weeks except by written pér- 
mission of the superintendent. The master or principal shall at 
once send to the business agent, on the blanks provided, the 
names, addresses, and other information necessary, so that bills 
may be sent for tuition. The superintendent is authorized to 
give permission for these pupils only who shall have paid tuition 
in advance to the city treasurer; provided, however, that the 
superintendent may permit pupils whose parents have removed 
from Cambridge during any school term to attend school in 
Cambridge until the end of that term without the payment of 
tuition. 

SECTION 1802. Attendance. Every pupil is required 
to attend school punctually and regularly; to observe good 
order and propriety of deportment; to be diligent in study, 
respectful to teachers, and kind and obliging to schoolmates; to 
refrain entirely from the use of profane and improper language; 
and from the use of tobacco in any form, and to be clean and 
neat in person and attire; and in general to obey the directions 
of teachers and conform to the rules of the school. 


SECTION 1803. Instruction Elsewhere. Pupils belong- 
ing to the public schools shall not be absent or excused from any 
school exercise in order to receive regular instruction elsewhere 
without the consent of the superintendent. The absence or 
tardiness of any pupil so excused shall not be considered in 
making up the statistics of attendance. 


SECTION 1804. Absence and Tardiness. As regularity 
and punctuality of attendance are indispensable to the success 
of a school, sickness and domestic afflictions shall be regarded as 
the only legitimate causes for absence or tardiness. In every 
instance of absence or tardiness, a written statement or per- 
sonal explanation may be required cf the parent or guardian on 
the return of the pupil to school, or at the next session, that the 
teacher may know whether the case is legitimate or otherwise. 
No child shall be sent home for an excuse for absence or tardi- 
ness during a school session. 


SECTION 1805. Frequent Absence or Tardiness. Each 
teacher shall keep a record of the absence or tardiness of pupils. 
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’ A pupil who enters the schoolroom after the time appointed for 
beginning the session shall be recorded as tardy. When a child 
has been tardy five times, or has been absent five days or ten 
half days during the previous six months, it shall be the duty of 
the principal of the school in which such child is a pupil to report 
the record cf such pupil to the superintendent, giving the name 
and age of the child and the name and address of the parent or 
guardian, unless the child has given a lawful excuse for the 
absence or tardiness. 


SECTION 1806. Reports. Teachers shall make to 
parents or guardians bi-monthly reports of scholarship and 
conduct of all pupils in high and grammar schools on blanks 
prepared by the superintendent. 


SECTION 1807. Oversight Outside of School. Teachers 
shall, so far as practicable, exercise a general oversight of their 
pupils while going to and from school. 


SECTION 1808. Calls on Pupils. Pupils shall not be 
permitted to answer the calls of persons at the door, except 
those of parents, guardians, or other persons who may have 
charge and control of them. Messages approved by the teacher 
may be sent in to the pupil. 


SECTION 1809. Taking Books Home. If in the judg- 
ment of teachers it 1s necessary and proper for pupils to study 
out of school hours, they may allow them to take books home 
for that purpose. 


| SECTION 1810. Loan of Books. Books may be loaned 
to pupils of the day schools for use during the summer; and to 
pupils of the evening schools for home study. 
To insure the safe return of books so loaned, pupils may be 
required to make a deposit not to exceed the price of the books. 
This deposit shall be made with the principal, and shall be 
refunded if the books are returned in satisfactory condition 
within one week after the opening of school in September, or, in 
case of the evening school, at or before the close of the term. 
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GEAP EER XLX 
Discipline 
SECTION 1901. Rules. All pupils when in or about 


their respective schoolhouses shall be subject to the rules of 
order for school hours. 


SECTION 1902. Corporal Punishment. Teachers shall 
maintain discipline by reasonable and proper means. Corporal 
punishment shall be inflicted only in extreme cases, and then 
only by the master or superintendent after the nature of the 
offence has been fully explained to the pupil, shall not be 
inflicted in the presence of the school, shall be restricted to 
blows on the hand and shall be witnessed by a third person. 
Reports of such punishment with all circumstances connected 
with the matter shall be made immediately to the parent and 
superintendent who shall keep such reports on file open to the 
inspection of the school committee. 


SECTION 1903. Detention after School Hours. The 
practice of detaining pupils after school shall be avoided as far 
as possible. When they are detained to prepare neglected les- 
sons or for purposes of discipline, in the primary and grammar 
schools, the detention shall be only at the end of the afternoon 
session, and shall not exceed forty-five minutes after the close 
of that session. In the high schools pupils may, with the 
approval of the head master, be required to return in the after- 
noon for work or discipline. 


SECTION 1904. Suspension. Any master cr principal 
may suspend a pupil from school for viclation of the rules of the 
school, or for any other sufficient cause, and shall report such 
suspension immediately to the parent or guardian of the pupil, 
and to the superintendent, with a written statement of the 
cause. Any case of suspension may be settled by the principal 
of the school, provided it is done without delay. If thus settled, 
the principal shall notify the superintendent at once. Except in 
an aggravated case, suspension shall take effect only at the end 
of the session; and no pupil shall be sent from the school build- 
ing during a school session because of misconduct or for any 
other reason, without the knowledge of the principal, who shall 
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make a record of each case and send notice thereof at once to the 
parent or guardian by the attendance officer. A pupil under 
censure in one school shall not be admitted to another except on 
approval of the superintendent, or by vote of the Committee. 


SECTION 1905. Injury to School Property. Every 
pupil who shall, accidentally or otherwise, injure any school 
property, whether fences, gates, trees, or shrubs, or any build- 
ing, or any part thereof, or break any window glass, or injure or 
destroy any book, instrument, apparatus or furniture belonging 
to the school, shall be liable to pay in full fer all damages. 


SECTION 1906. Profane or Unchaste Language. Every 
pupil who shall, anywhere on or around the school premises, use 
or write any profane or unchaste language, cut, mark, or other- 
wise intentionally deface any school furniture or buildings, 
inside or out, or any property whatsoever belonging to the school - 
estate, shall be punished in proportion to the nature and extent 
of the offence. 


SECTION 1907. Disorderly Conduct to and from School. 
No pupil shall be allowed to retain his connection with any 
school who indulges in profane or unchaste language, or who 
conducts himself in a disorderly manner, going to, or returning 
from school. 


CHAPTER XX 


Contagious Diseases 


SECTION 2001. Vaccination. No child shall be admitted 
to a public school without a certificate signed by a regular 
practicing physician stating that the child has been duly 
vaccinated or is an unfit subject for vaccination. 


SECTION 2002. Contagious Diseases. In all cases of 
contagious diseases affecting persons in the public schools, the 
rules of the Board of Health cf the City of Cambridge, so far 
as they apply, shall be strictly observed. 


SECTION 2003. Contagion. Any teacher or pupil who 
visits any apartment in which a person has been sick within 
two weeks or which has been exposed within that time to. 
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contagion of small pox, variolcid, diphtheria, or scarlet fever, 
shall not be allowed to attend school until the expiration of 
two weeks after such visit. The principal of each school shall 
read this section at the beginning of each term in all the rooms 
under his charge. 


SECTION 2004. Doubtful Cases. The principal shall 
have authority, on recommendation of the medical inspector, 
to exclude temporarily from school any pupil affected with a 
disease or eruption of doubtful character, and such cases shall 
be reported at once to the superintendent. 


SECTION 2005. Text-books Exposed to Contagion. All 
text-books belonging to the city which are exposed to contagion 
in homes shall be destroyed under the direction of the medical 
inspector. 


CHAPTER XXI 


Duties of the Attendance Officers 


SECTION 2101. Duties. The work of the attendance 
officers shall be performed under the direction of the superin- 
tendent. They shall devote all their time to the duties of their 
office; shall inquire into all cases of absence, truancy, juvenile 
vagrancy, persistent disobedience to the rules of school, or of 
unlawful detention from school; shall report to parents all 
cases of suspension from school, and shall assist in taking the 
school census when so directed. 


SECTION 2102. Prosecution of Offences. They shall 
presecute in the name of the city, when so directed by the 
superintendent, all persons viclating the public statutes relating 
to scheol attendance. 

SECTION 2103. Inspection of Factories. They shall visit 
and inspect each month while the public schools are in session, 
all factories, workshops, and mercantile establishments in 
their respective districts, and ascertain if there is any violation 
of the public statutes relating to the employment of children 
therein. | 

SECTION 2104. Minors at Evening School. They shall 
also pay particular attention to the employment of minors 
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who are required by law to attend the evening schools as a 
condition of their employment, and use their best effort to 
ensure the observance of the law relating to such attendance. 


SECTION 2105. Neglected Children. They shall thor- 
oughly acquaint themselves with all cases of neglected children 
coming to their knowledge in their several districts. When 
satisfied, after a full investigation and careful consideration, 
that a case is one in which court proceedings should be taken, 
they shall report to the superintendent, and shall at all times 
codéperate with and assist the superintendent in his disposition 
of the case. They shall keep a detailed record of each case and 
its final disposition, and file the same with the superintendent. 


SECTION 2106. Records and Reports. They shall keep 
a record cf all cases of truancy and other violations of the public 
statutes relating to school attendance, showing the name, age, 
and residence of the offender, and the nature of the offence. 
They shall make a monthly report to the superintendent in 
writing. 


SECTION 2107. Visits to Schools. They shall visit each 
school at least once a day, unless otherwise directed by the 
superintendent. They shall prevent children from loitering 
about schocl premises to the annoyance and disturbance of 
the neighborhood. 


SECTION 2108. Contagious Diseases. They shall notify 
the teachers of all cases cf contagious and infectious diseases 
reported by the Board of Health. 


SECTION 2109. Attendance at Schoolhouses. Attend- 
ance officers may be detailed by the superintendent to be 
present at any school building during the sessions of an evening 
school therein, or whenever the building is used for other than 
day-school purposes, to assist in the preservation of good order 
and in the protection of the property of the city in and about 
the buildings. 
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THE DEPARTMENT OF FINANCE AND SUPPLIES 


CHAPTER XXII 


Powers of the Department 


SECTION 2201. Powers. Subject to the direction of 
the superintendent, the department of finance and supplies 
shall keep and audit the accounts of the Committee, and pre- 
pare the annual budget for presentation to the Committee; it 
shall make all contracts which are entered into on behalf of the 
Committee; it shall purchase, keep and distribute all text-books 
and all supplies procured either for the schools or for school- 
houses; and it shall keep for the examination of the Committee 
a record of the amount and kind of supplies furnished to each 
school. 


CHAPTER XXIII 


Duties of the Business Agent 


SECTION 2301. Purchase of Supplies. Under the 
direction of the superintendent, the business agent shall pur- 
chase and have the care af all books, apparatus and supplies 
procured for the use of the schocl department and keep account 
of the same. 

SECTION 2302. Distribution of Supplies. Upon requi- 
sition approved by the superintendent, he shall distribute to 
the schools the books, apparatus and supplies so purchased and 
kept in stock. | 

SECTION 2308. Report. Annually in April he shall 
make a detailed report to the superintendent of all his purchases 
and distributions and also of the stock on hand. 


SECTION 2304. Minors’ Licenses. He shall issue all 
licenses to minors granted by the Committee in accordance with 
Sections 11 to 16, Chapter 831 of the Acts of 1913, and the 
regulations adopted by the Committee in relation to said licenses. 
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SECTION 2305. State Wards and Non-resident Pupils. 
He shall present bills for the tuition of state wards in the schools 
to the State Board of Charity, and shall also present bills for the 
tuition of non-resident pupils. 


SECTION 2306. Bills and Pay Rolls. He shall prepare 
and submit to the superintendent all bills, pay rclls, estimates 
of expenditure and financial reports; shall purchase, distribute 
and keep account of car tickets ordered for the use of the 
school department; and perform such other duties as the 
superintendent may from time to time require. The chairman 
cf the Committee shall designate a member of the Committee 
to sign the bills and pay rolls each month. 


CHAPTER XXIV 


The Purchase and Distribution of Text-books and Supplies 


SECTION 2401. The Proper Provision of Text-books 
and Supplies. It shall be the duty of the business agent, under 
the direction of the superintendent, to purchase and keep on 
hand, within the limits of the appropriation fcr that purpose, a 
stock of text-books and supplies large enough to meet such 
reasonable requirements of the schools as can be anticipated. 


SECTION 2402. The Purchase of Text-books and 
Supplies. When in the administration of the department 
supplies and materials are required, the estimated cost of which 
will exceed two hundred dollars, the business agent, under the 
direction cf the superintendent, shall prepare specifications for 
the same. 

Proposals shall be invited by advertisements in at least one 
newspaper in the city once a week for at least two consecutive 
weeks, the last publication to be made at least one week before 
the time specified for the opening of said proposals. Such 
advertisements shall state the time and place where plans and 
specifications of proposed work or supplies may be had and the 
time and place for opening the proposals in answer to said 
advertisements, and shall reserve to the city the right to reject 
any and all such proposals. All such proposals shall be opened 
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in public. No bill or contract shall be split or divided for the 
purpose of evading any provision of the above. 

All contracts made by the Committee in which the amount 
invclved is two hundred dollars or more shall be in writing, and 
no such contract shall be deemed to have been made or executed 
until the approval of the mayor and of the Committee is affixed 
thereto. Any contract made as afcresaid may be required to be 
accompanied by a bend with securities satisfactory to the 
Committee, or by a deposit cf money, certified check or other 
security for the faithful performance thereof, and such bonds or 
other securities shall be deposited with the city treasurer until 
the contract has been carried out in all respects; and no such 
contract shall be altered except by a written agreement of the 
contractor, the sureties on his bond, and the Committee, with 
the approval of the mayor affixed thereto. 

All bills for ordinary repairs, materials, or supplies, shall be 
itemized so as to show the amount charged for labor and for 
each item of materials and supplies. 


SECTION 2403. Distribution of Text-books and Sup- 
plies. No text-books or supplies for use in the schools shall be 
issued: by the business agent except on written request of the 
principal of the school countersigned by the superintendent. 


SECTION 2404. Distribution of Custodians’ Supplies. 
No supplies shall be issued to the custodians of schoolhouses 
except on written request of the principal of the school, counter- 
signed by the superintendent of schocl buildings and grounds, 
and approved by the superintendent of schools. 


SECTION 2405. Duty to Fill Requisitions. Upon receipt 
of a requisition, properly approved, the business agent shall 
immediately fill it from the stock; or if the article is not found 
in stock he shall procure it as soon as possible. 


SECTION 2406. Books and Stationery Used. The 
books and stationery issued shall be such, and only such, as the 
Committee authorizes. No teacher shall require or advise any 
pupil to purchase, for use in the schools, any book, pamphlet, 
publication or article of stationery. 
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CHAPTER XXV 


The Budget and Appropriations 


SECTION 2501. Annual Estimates. Annually, during 
the month of March, under the direction of the superintendent, 
the business agent shall prepare his estimate of the amount of 
money needed for the general expenses of the Committee, and 
for each department. 


SECTION 2502. Annual Budget. Under the direction 
cf the superintendent, the business agent, upon the basis of 
these estimates, shall prepare the annual budget of appropria- 
tions for the use of the Committee. The superintendent shall 
present it to the Committee during the first month of the finan- 
cial year. 


SECTION 2503. Appropriations. The appropriations 
shall be made for the general expenses of the committee, and for 
each department, and shall be divided into the following items: 


I. The School Committee: 
‘General Salaries. 
General Expenses. 


II. The Department of Instruction: 
Salaries, Day Schools. 
Continuation Schools. 
Evening Schools. 
Vacation Schools. 
Tuition Paid Other Cities. 
Transportation of Pupils. 
Support of Truants. 


III. The Department of Finance and Supplies: 
Text-books and Supplies. 
Other School Expenses. 


IV. The Department of Schoolhouses: 
Custodians’ Salaries. 
Custodians’ Supplies. 

Fuel and Light. 
Furniture and Furnishings. 
Repairs. 
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CHAPTER XXVI 


Salaries and Payment of Teachers 


SECTION 2601. Computation of Service. Two hun- 
dred days of service, as is required by the statutes for high 
schools, shall be considered a year’s service; and this shall be 
the basis of all computations in regard to salaries. 


SECTION 2602. Payment of Teachers. All teachers and 
' other employees of the school committee, except as is otherwise 
provided, shall be paid one-twelfth of their annual salaries the 
last of each month, except the months of June, July and 
August. Before the closing of the schools in June, two-twelfths 
of said salaries shall be paid, and the remaining one-twelfth, or 
the balance due, shall be paid on or about the first of July. 

When the services of a teacher shall have commenced after 
the beginning of the school year the salary shall be equalized on 
the said basis of two hundred days by deductions from the July 
payment. 


SECTION 2603. Amount to be Paid when Teachers do 
not Resume their Duties at the Re-opening of School. All 
teachers who do not resume their duties on the day that school 
re-opens and who are not granted leave of absence, or who are 
not excused by the School Committee, shall be paid during the 
month in which they return to duty at the rate of one two- 
hundredth of their annual salaries for each day of actual 
service. 


SECTION 2604. Deductions for Absences. All deduc- 
tions of salaries shall be made at the time of absence on a basis 
of two hundred days. 


a. Absence on Account of Illness. A teacher may be 
absent on account cf personal illness, exposure to contagious 
disease, or death in the immediate family, for not more than 
ten days in any school year, without loss of salary. For subse- 
quent absence from any of these causes, two-thirds of the salary 
accruing during such absence shall be deducted from the next 
payment for a period not exceeding twelve weeks. For all 
absences in excess of twelve weeks full deductions shall be 
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made. In the case of a master or principal only so much shall 
be deducted as is required to pay the substitute. The deduc- 
tions in the salary of a master’s assistant shall be on the basis of 
the salary of an eighth-grade teacher. In determining these 
absences only days when the school is in session shall be 
counted. 


(The immediate family shall be interpreted as fol- 
lows: Wife, child, grandchild, parent, grandparent, 
brother, sister, uncle, aunt, mother-in-law, father-in- 
law, brother-in-law, sister-in-law.) 


b. Absence for other Causes. When a teacher has been 
absent for reasons other than those above named, the full 
amount of the salary accruing during each absence shall be 
deducted, unless the absence has been excused by the superin- 
tendent, in which case the superintendent shall notify the 
business agent in writing, and state the amount to be deducted 
for such absence. 


c. Basis for Odd Days. The basis upon which the pay 
for odd days is reckoned shall be two hundred days in a year. 


SECTION 2605. Increase in Salaries. The date of the 
regular increase of salaries of teachers shall be the first of April. 


SECTION 2606. Teachers in Evening and Vacation 
Schools. The provisions stated above shall not apply to 
salaries of teachers in evening and vacation schools. 


RULES OF THE SCHOOL COMMITTEE 45 


THE DEPARTMENT OF BUILDINGS AND GROUNDS 


CHAPTER XXVII 
Organization and Powers 


SECTION 2701. Powers. Subject to the direction of 
the superintendent of schools, the Department of Buildings 
and Grounds shall have control of the construction and repair 
of schoolhouses, so far as the Committee has authority therein; 
shall have the care of the maintenance and safety of the schocl- 
houses and grounds; and shall have control of the same when 
they are nct actually in use for school purposes. 


SECTION 2702. Organization. The work of this depart- 
ment shall be in charge cf the superintendent of school buildings 
and grounds who, under the direction of the superintendent of 
schools, shall have charge of all repairs and alterations of 
school buildings. 


CHAPTER XXVIII 
The Superintendent of School Buildings and Grounds 


SECTION 2801. General Duties. He shall see that the | 


schoolhouses and grounds are kept in good condition and shall 
recommend to the superintendent cf schools such reconstruc- 
tion and repairs of schoolhouses as he shall deem desirable. 

SECTION 2802. Contracts. Under the direction cf the 
superintendent of schools, he shall prepare all specifications 
for contracts for the reconstruction or repairs on schoolhouses, 
and shall oversee such reconstruction and repairs. 


SECTION 2803. Engineers and Custodians. He shall 
inspect and oversee the work of the custodians and engineers 
of the school buildings and see that the rules of the Committee 
for custodians are strictly cbeyed, and report to the superin- 
tendent of schools any deficiencies he may find in the service. 


SECTION 2804. Inspection. He shall from time to time 
inspect the school buildings, furniture, and apparatus for 
heating and ventilating rooms, and report to the superintendent 
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of schools any defects in the same which may impair the 
health of pupils and teachers or interfere with the efficiency 
of the schools. 


CHAPTER XXIX 


Regulations for the Use of Schoolhouses 


SECTION 2901. Collections. No person shall enter any 
school buildiag for the purpose of soliciting subscriptions or of 
exhibiting to teachers or pupils any book or other article; nor 
shall any collection of money be made except by written per- 
mission of the superintendent. 


SECTION 2902. Exhibitions, Lectures, etc. No enter- 
tainment or lecture for admission to which a fee shall be 
charged shall be held by any school in any schoolhouse except 
by written permission of the superintendent. 


SECTION 2903. Notices and Advertisements. No person 
shall give any notice by reading or otherwise to the pupils of 
any school without the permission of the superintendent; nor 
shall any advertisement be posted upon the walls of any school 
building or fences about the same. . 

No advertising of any kind shall be distributed through 
the schools or placed on the walls of any school building 
without the permission of the superintendent of schools or 
the Committee. 

All matters calling for distribution through the pupils of the 
school, whether pertaining to school matters or otherwise, shall 
be considered by the school committee before action is taken. 


SECTION 2904. Telephones. The telephones are to be 
used during school hours only for business connected with the 
schools, and shall be under the contrel of the principal. The 
principal must not call anyone to the telephone during school 
hours except in case of sickness. 


SECTION 2905. Defacing of Walls or Woodwork. It is 
not permitted to drive nails, or screws, brads or tacks into 
plaster or woodwork, or in any way’to fasten upon the walls 
or blackboards, pictures, samples of pupils’ work, or other 
material, or in any other way cause the walls, blackboards, or 
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woodwork to become defaced. It is permissible to hang from 
the picture mouldings on the walls framed pictures or a cloth- 
covered frame upon which may be fastened pictures or samples 
of pupils’ work. 


SECTION 2906. Special Furniture or Fittings. No per- 
son or persons shall be permitted to install or cause to be 
installed in any building any additional or special furniture, 
fittings, deccrations or lights, whether temporary or permanent, 
except by permission of the superintendent of school buildings 
and grounds, the superintendent of schools, or the Committee. 


SECTION 2907. Use of.Gas or Electricity. The use of 
gas or electricity for the convenience of teachers after school 
hours is prohibited, and artificial light may be used during 
school hours only when absolutely required for the benefit of 
the pupils. 

SECTION 2908. Ordering of Repairs. Under no cir- 
cumstances are principals, teachers or custodians permitted to 
order repairs of any kind, without the permission of the super- 
intendent of school buildings and grounds. 


SECTION 2909. Limitation of Time. No permit to use 
school buildings or grounds shall be issued for occupancy later 
than 11.30 p.m., nor shall such premises be occupied later than 
that hour. Premises shall be vacated not later than fifteen 
minutes after the closing hour for which the permit has been 
issued, whether day or evening. 


SECTION 2910. Moving of Pianos. Pianos shall not be 
moved on platforms or floors except with the approval of the 
superintendent of school buildings and grounds. 


SECTION 2911. Cleaning. If the superintendent of 
schocl buildings and grounds shall decide that it is necessary to 
wash the floor or otherwise clean any part of a building in conse- 
quence of its occupancy under a permit, he shall fix the price to 
be paid therefer by the person or persons to whom the permit 
has been issued. 


SECTION 2912. Attendance of Teachers. At all meet- 
ings of whatsoever character, attended exclusively or in part by 
pupils of the public schools, a teacher detailed by the principal 


48 RULES OF THE SCHOOL COMMITTEE 


of the school shall be in attendance and be responsible for the 
preservation of good crder, and shall remain in charge until all 

the pupils shall have left the building. The name cf the teacher 
‘shall be given when application is made for the use of the build- 
ing. 

SECTION 2913. Use of School Halls. The superin- 
tendent of schools shall be authorized to permit the use of 
school buildings as follows: 

1. For evening meetings for purposes directly connected 
with the schools and for meetings of parents and alumni associa- 
tions by paying the amount necessary for janitor service, heat- 
ing, and the preper protection of the school property. The 
charge for the services of the custodian shall be three dollars an 
evening if the hall is not used after half past ten o’clock. If it is 
used after that time, the custodian shall be paid at the rate of 
one dollar ($1) per hour for the extra time. 

2. For such other educational or public meetings as he 
may deem wise, at such rates as may be prescribed by the Com- 
mittee. The charge for the Latin School Hall is twelve dollars 
($12) an evening, and for all other halls, except the Thorndike, 
Webster and Wellington School Halls, seven dollars ($7) per, 
evening for entertainments which do not require the removal of 
settees. The charge for the Thorndike, Webster and Wellington 
School Halls is ten dollars ($10) for entertainments from 7 p.m. 
to 10 p.m., which do not require the removal of settees, with a 
charge of two dollars ($2) per hour for every additional hour 
after ten o’clock. 

Persons hiring any school hall must provide and pay for 
proper police protection. All charges for the use of school halls 
shall be paid to the business agent before the hall is opened for 
use. 

School halls shall not be opened for political purposes on 
Sunday. 


CHAPTER XXX 


Rules for Janitor Service 


SECTION 3001. Supervision. The work of custodians 
and other employees in and about the schoolhouse shall be done 
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under the direction of the superintendent of school buildings and 
grounds. 


SECTION 3002. Duties. Custodians shall have general 
supervision of the school premises under their charge, and shall 
prevent any unauthorized persons from entering or remaining 
thereon. | 

They are required to be present to receive supplies, etc., or 
to meet mechanics or other authorized persons whenever noti- 
fied, and to remain or to have one of their associates remain 
upon the premises, whenever any person, other than the 
principal or teacher in charge, is present. 


SECTION 3003. Opening and Closing Buildings. Cus- 
todians shall open and close their buildings every school day 
throughout the year. They shall open the gates leading from 
the street to the yard at 8 a.m., or earlier if required by their 
respective principals, and the doors to the buildings at 8.15 
a.m., provided that upon cold or stormy days throughout the 
year, pupils shall be admitted to the several schoolhouses one- 
half hour before the beginning of each session. 

They shall sound an alarm on all gongs in school buildings 
five minutes before locking the buildings and gates at the close 
of school sessions. 

They shall visit every room, toilet accommodation, pas- 
sage, stairway, yard, etc., on the premises, and shall securely 
lock or fasten all windows, doors, gates, or other exits, after the 
completion of their work each day. 


SECTION 3004. Care of Buildings. Custodians shall 
have the general supervision and be responsible for the protec- 
tien and preservation of the school property committed to their 
charge, and they are particularly enjoined to prevent the loss or 
removal by unauthorized persons of any portable articles. 

They shall be responsible for all acts or omissions of their 
assistants. 


SECTION 3005. Fire Precaution. Custodians shall use 
extraordinary precautions against fires, and shall allow no 
smoking on or about the premises. They shall see that fire 
escapes are clear and in good order at all times, and make them- 
selves familiar with the use of fire extinguishers. 
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Waste paper should not be allowed to accumulate, but 
must be burned daily, or kept in covered iron receptacles. 

Rubbish shall not be allowed to accumulate and must be 
destroyed or removed from premises. 


SECTION 3006. Custodians to be Present. Custodians 
shall, in addition to the time required for the performance of 
their duties, remain in or about the buildings from 8 a.m. until 
one-half hour after the close of the day’s session, or until the 
building shall have been vacated by teachers and pupils, with 
the exception of intermission for lunch, which shall be from 
11.25 a.m. to 12.15 p.m. Buildings shall be vacated by 3 p.m., 
except when a permit for longer occupancy has been granted. 

Custodians are also required to be present at their build- 
ings the day preceding the opening and the day following the 
closing of school. 


SECTION 3007. Reports. Custodians shall report each 
week to the superintendent of school buildings and grounds on 
the blanks furnished all repairs and work done in the building, 
giving the name of firm or mechanic doing such work and the 
number of hours of work each day. Checks for coal or wood ~ 
delivered at the building must be sent to the office cf the 
business agent at once. 


SECTION 3008. Use of Buildings. School buildings 
shall not be occupied on Saturdays or holidays, nor used for 
other purposes than the work of the schools except as otherwise 
provided in the regulations governing the use of school build- 
ings or in the general regulations of the Committee. 


SECTION 3009. Sweeping and Cleaning. On sweeping 
nights classrooms shall be vacated in accordance with a 
schedule approved by the principal; the custodian to be per- 
mitted to start sweeping the first room not later than five 
minutes after the close of school in elementary schools, and nct 
later than two o’clock in high schools. Notice of the time at 
which each room must be vacated shall be given by the custo- 
dian by placing a card in said room not later than 1.30 p.m. 

When sweeping, custodians shall use some dust layer 
approved by the Committee. 
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Basements shall be swept at least once a week, or as often 
as may be necessary to keep them in good condition. 

Staircases, corridors, and rooms occupied by kinder- 
gartens, manual training, evening classes, or for lectures, shall 
be swept daily; other rooms, including closets and dressing 
rooms and assembly halls, twice each week, or oftener if 
necessary. 

Floors paved with marble, slate, or terrazzo shall be 
washed as frequently as may be necessary to keep them clean. 

Wainscoting, dadoes, window sills, window shades, mould- 
ings, hand rails, furniture, radiators, pictures, casts, shelves, 
walls and ceilings shall be dusted as often as may be necessary to 
keep them in good order. Cloths may be used in preference to 
feather dusters. 

Yards and walks shall be examined daily and kept clean 
and in good order. 

Chalk receptacles shall be cleaned twice a week, and 
ofteaer if necessary. 

Inkwells shall be cleaned at least once every three months. 

All furniture shall be washed three times a year, during the 
summer, Christmas and May vacations, and desks occupied by 
pupils who have contracted a contagious disease shall be thor- 
oughly washed with a disinfectant. 

All painted and varnished woodwork, oil painted walls, 
dadoes, wainscoting and floors shall be thoroughly washed each 
year during the summer vacation and Christmas vacation. 

Sanitaries shall be flushed with water after each recess and 
at the close of school, and kept thoroughly clean and disinfected. 
Urinals shall be washed with soda, or diluted muriatic acid. 


SECTION 3010. Washing Windows. Windows shall be 
washed on both sides twice a year, during the May vacation, 
again during the last week of the summer vacation, and on the 
inside during the Christmas vacation. 

SECTION 3011. Care of Heating Apparatus. Steam 
heating apparatus shall be kept clean and in good order. The 
blow-off shall be opened every morning before the school 
session, and shall blow off at least one half gauge of water under 
- pressure. The tubes and sections shall be cleaned once each 
week, or oftener if necessary; the safety valves tried every day, 
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and all other valves looked after and kept properly packed. 
Ashes must not be permitted to accumulate under the grates. 

When the weather has become sufficiently warm to permit 
discontinuing the use of the heating apparatus for the season, 
custcdians shall prepare their boilers for inspection, thoroughly 
clean them, remove hand-hole and man-hole plates from the 
same, clean out the boxes, back connections, flues, uptakes, and 
chimneys and shall notify the superintendent of school build- 
ings and grounds in writing of the exact condition of all 
apparatus throughout the buildings and recommend such 
repairs as in their opinion are necessary. 

When furnaces are used, custodians shall remain by them 
while the draft doors are open. They shall keep the water pots 
full. 

It is nct required that fires be kept up on holidays or during 
vacation, unless necessary to protect the apparatus from freez- 
ing. 

Whenever the use of heating apparatus is discontinued 
during cold weather, all pipes and traps of every description 
shall be properly drained to prevent freezing, but heating 
apparatus shall never be discontinued without an order from 
the superintendent of school buildings and grounds. 

Custcdians must keep themselves informed in regard to the 
condition of the heating apparatus, and give immediate notice 
to the office of the business agent or to the superintendent of 
school buildings and grounds if any possibility of danger arises. 

Custodians shall have furnaces ready for inspection during 
the summer vacation. 


SECTION 3012. Defects to be reported. Custodians 
shall promptly report to their respective principals and to the 
superintendent of school buildings and grounds or the business 
agent any defects in the heating, plumbing, gas fitting, or 
electric systems under their charge. 


SECTION 3013. Damage and Loss. Custodians shall 
be held responsible for any damage, if caused by their negli- 
gence, to steam pipes or plumbing by freezing. In extremely 
cold weather they must take unusual precautions by remaining 
during the night or until satisfied that no such damage will 
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occur. In thawing steam or water pipes, should any be frozen, 
hot water only should be used. 


SECTION 3014. Lighting. Custodians shall keep gas 
and electric fixtures clean, replace burned out lamps promptly, 
see that lights are not used unnecessarily or to excess, and shall 
report to the principal or teacher in charge and to the superin- 
tendent of school buildings and grounds any evidence of waste. 

Whenever electricity is used in the evening for lighting 
rocms occupied for assembly or class purposes that are also 
equipped with gas, one gas jet should also be lighted. 


SECTION 3015. Care of Yards and Sidewalks. Lawns 
shall be watered, grass cut when necessary, yards and sidewalks 
kept free from weeds, and the grounds generally kept neat and 
clean. Rubbish shall not be allowed tc accumulate, but must be 
destroyed or removed from the premises. Animals must not be 
allowed to trespass on school lands. 

Sand or ashes must be sprinkled upon sidewalks and paths 
when they are in a slippery condition. 

Snow must be kept from sidewalks and paths. 


SECTION 3016. Heat and Ventilation. On days when 
the outside temperature is above 66 degrees F. the use of all 
heating and ventilating apparatus shall be discontinued, except 
where it would impair the ventilating of sanitaries; and custo- 
dians shall request principals, or teachers ia charge of buildings, 
to direct the teachers to ventilate their classrooms by means of 
windows and doors. 

Custodians shall have the temperature of every room 
occupied for school purposes at not less than 65 degrees F. at 
8 a.m., each school day, and shall maintain the temperature in 
such rooms as near 65 degrees F. as possible during the hours 
of session, except during periods allotted to physical exercises 
or recesses. | : 

They shall bank their fires one half hour after the close of 
the regular school hours in elementary: schools, and not before 
2 p.m. in high schools; provided that the master of a high 
school. shall notify the custodians not later than 12 m. of his 
intention to occupy the building after the close of the school 
session. 


54 RULES OF THE SCHOOL COMMITTEE 


They shall have the ventilating apparatus in full and com- 
plete operation as early as 8 a.m., and shall run the same to its 
full capacity during the hours of session, except during the 
periods allotted to physical exercises and recesses. 

They shall thoroughly air each room or basement used as a 
lunch room by the opening of windows for a period of not less 
then five minutes, terminating ten minutes before the beginning 
of the regular lunch period. 


SECTION 3017. Use of Fuel. Custodians are required 
to be careful and economical in the use of fuel and other sup- 
plies; and shall make a monthly report to the business agent or 
superintendent of school buildings and grounds of the quantity 
of fuel on hand in their respective buildings; they are reminded, 
however, that the school committee does not desire the saving 
of fuel at the expense of the health of pupils by failure to provide 
a sufficient amount of heat and fresh air in the classrooms. 

They shall annually in the month of June report to the 
business agent, on forms provided for that purpose, the number 
and condition of all custodians’ supplies in their possession, and 
the approximate date on which each article was furnished. 

In furnace-heated schools the cinders must be sifted and 
used. 

SECTION 3018. Repairs. Custodians are expected to 
make minor repairs without incurring expense and to adjust 
adjustable furniture when requested to do so by the principals 
or teachers, as a part of their regular duties. 


SECTION 3019. Display of Flag. Custodians shall see 
that the United States Flag is displayed on the buildings and 
grounds under their charge every school day when the weather 
permits, and on the inside of the schoolhouse on other school 
days. They shall also see that such flags are displayed on other 
days designated by the school committee. 

SECTION 3020. Clocks. Custodians shall regularly 
wind the clocks throughout the buildings, and report to the 
superintendent of buildings and grounds if any are out of order. 

SECTION 3021. Change of Residence. Custodians 
shall notify their respective principals and the business agent, 
in writing, immediately, of any change in residence. 
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SECTION 3022. Licenses. Custodians shall file with 
the superintendent of school buildings and grounds or business 
agent a full description of any licenses issued to them by the 
boiler inspection department of the district police, with the date 
thereof, within three days after receiving the same. 


SECTION 3028. Vacations. A custodian will be allowed 
a vacation of two weeks during the summer, the time thereof to 
be approved by the superintendent of school buildings and, 
grounds; provided, however, that during such absence he shall 
file with the superintendent of school buildings and grounds, the 
address where he may be found during absence, in case of 
emergency. 


SECTION 3024. Absence of Custodians. No custodian 
shall absent himself from duty without permission of the super- 
intendent of school buildings and grounds. Custodians absent 
from duty on account of sickness or through scme emergeacy 
beyond their contrcl, shall notify immediately the principal and 
the superintendent of buildings and grounds. Custodians may 
be granted leave of absence by the superintendent of school 
buildings and grounds for a period not exceeding five days, and 
without loss of pay, on account of personal illness or critical 
illness or death in the immediate family. 


SECTION 3025. Assistants. -Custodians shall file with 
the superintendent of school buildings and grounds or business 
agent a complete list of the full names and addresses of persons 
employed by or assisting them in the discharge of their duties; 
and shall inform him in writing of any change among such 
assistants. A custodian shall keep in his possession the keys of 
his buildings and is hereby directed not to give his assistants a 
key without the approval of the superintendent of school 
buildings and grounds. 

Custodians absent from duty shall be required to employ 
and pay a responsible person, who shall be satisfactory to the 
business agent and the superintendent of school buildings and 
grounds, to perform their duties during the time of such 
absence, or, failing to do so, the superintendent of school build- 
ings and grounds shall designate a suitable persoa for the pur- 
pose, in which case a deduction shall be made from the salary of 
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the absentee for the service of such substitute, who shall also 
be allowed such additional assistance as may be necessary at the 
expense of the absent custodian; provided, however, that no 
custodian shall forfeit a sum greater than his regular salary 
during the time of his absence. 


SECTION 3026. Engineers. Engineers shall have full 
charge and responsibility for the condition, safety, and proper 
operation of all heating, ventilating, and power apparatus 
installed in their respective buildings, and shall render such 
assistance to the custodian as the superintendent of school 
buildings. and grounds may require. 

They shall be governed by the rules for custodians, so far 
as practicable. 


SECTION 3027. Baths. A custcdian or the attendant 
in charge of the baths must be present at all times when the 
baths are in operation. 


SECTION 3028. Charges. When charges are preferred 
against any custodian or engineer, such charges must be made 
in writing to the superintendent of school buildings and grounds, 
and by him referred to the superintendent of schools for, 
transmittal to the Committee. 


_ SECTION 3029. Smoking. Smoking and-the use of 
profane language in or in the vicinity of any school building is 
absolutely forbidden and must be reported to the school 
committee. 


SECTION 3030. Intoxicating Liquors. The habitual use 
of intoxicating liquors as a beverage shall be sufficient reason for 
the removal of a custodian or assistant custodian. 


SECTION 3031. After Dismission. After the dismis- 
sion of school no pupil shall be allowed to re-enter the building 
unless accompanied by a teacher. 


SECTION 3032. Principal to Report. The principal of 
each schcol is required to repcrt each month to tke business 
agent whether or not. the custodian has obeyed the rules of the. 
committee and whether or not the work has been done in a 
satisfactory: manner. 


RULES OF THE SCHOOL COMMITTEE 57 


SECTION 3033. Duties and Responsibilities of Custo- 
dians. The duties and responsibilities of custodians are not 
limited to those hereinbefore specified, except in so far as the 
rules expressly limit work of a certain kind, but custodians are 
to render faithful and efficient service at all times, to be courte- 
ous and obliging, and to keep the buildings and grounds under 
their charge neat and clean in every respect, the rooms properly 
warmed and those occupied by pupils well ventilated, to be 
ready at all times to respond to the call for their attendance at 
the buildings, and to execute with promptness and intelligence 
the orders of the schocl committee. 

They are not required to perform messenger service for 
principals or teachers, but are expected to be obliging in render- 
ing such service so far as their regular duties will permit. 


GHAPTER VXX XT 
Matrons 


SECTION 3101. Supervision. Matrons shall discharge 
their duties under the supervision of the principals of the 
respective schools to which they are assigned, subject to the 
general control of the superintendent of school buildings and 
grounds. 


SECTION 3102. Attendance at Schools. They shall be 
on duty each school day throughout the school year, and on 
such days immediately preceding and following the opening and 
close of the school term as may be required. 


SECTION 3103. Hours. They shall report for duty at 
least fifteen minutes before the opening of each session and shall 
remain at least fifteen minutes after the close of the session, or 
until their duties are over for the day. | 


SECTION 3104. Duties. They shall have charge of and 
exercise supervision over the cleanliness and proper use of all 
toilets, washrooms, baths, closets, lockers, and other rooms 
intended for the exclusive use of female teachers and pupils, and 
shall report-to the custodian any neglect of those employed to 
clean these apartments. In the event of the custodian failing to 
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give proper attention to any reasonable complaint, the matron 
shall then report such failure to the principal. 


SECTION 3105. Open Air. Matrons of Open Air 
classes shall be responsible for the cooking apparatus and 
supplies used by these classes, and shall see that they are 
properly cared for. They shall follow the menus and food 
schedule as directed by the superintendent of schools. 


SECTION 3106. Assistance to Teachers. They shall 
give such further assistance to teachers and nurses, and perform 
such other duties as the principals may require, except mes- 
senger, waitress, or maid service for teachers, and scrubbing or 
sweeping for janitors. 


SECTION 3107. Baths. Matrons of schools in which 
bathing accommodations are installed, shall assume charge of 
such facilities, for the bathing of pupils of grades I, II, and III, 
and all female pupils. 


SECTION 3108. Absence. No matron shall absent 
herself from duty unless on leave of absence, except because of 
some unforeseen emergency, in which event she shall immedi- 
ately notify the superintendent of school buildings and grounds , 
and the principal. 

Matrons may be granted leave of absence by the superin- 
tendent of school buildings and grounds for a period not 
exceeding five calendar days, and without loss of pay, on 
account of personal illness or of critical illness or death in the 
immediate family. Applications for leave of absence for 
longer periods or for other causes shall be made in writing to the 
superintendent of school buildings and grounds and referred by 
him to the superintendent of schools. The applications will be 
transmitted by him to the Committee with his recommenda- 
tion for action. 
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